
 
 
 SPB Bilingual Services Information and Guidance for Governmental 

Agencies Language Survey and Implementation Plan 
Information Survey Login Screen 

OR 
Go to http://www.spb.ca.gov/bilingual/LangSurveyInfo.htm
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http://www.spb.ca.gov/bilingual/LangSurveyInfo.htm


 
 

 
 If you are a new user, click on the “New Users Sign Up Here” button. 

 
Otherwise  
 
Sign in as you normally would if you have an account. 
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 1. Select your department from the drop-down box. 

2. Select the position that you have with the language survey.   
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Enter your information and click on the ‘Sign Me Up’ button. 
 
IMS: Internal Mail Service Number 
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Please print this confirmation page out for reference. Notify your BSP 
Analyst to activate your account.  Your BSP Analyst will notify that your 
account has been activated.  Your account should be activated within 24 
hours.   
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The Master Coordinator can log in after the account has been activated.  
Your first login will be case sensitive. Make sure to use the same user id 
and password on the confirmation page. 
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The first task, as a Master Coordinator is to define the survey dates.   
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Make sure the two survey  weeks are nonconsecutive and have five days 
in each week.  By default, 5% is the criteria.   
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   By default, the first Reporting Group for the Master Coordinator is called 

‘Master’. The name of the Reporting Group can be changed to another 
name.  At least one Unit must be added to the ‘Master’ Group. 

 
 
   For larger Departments, the Master Coordinator can add additional 

groups by clicking the “Select, Add or Edit a Reporting Group” 
hyperlink. Again, at least one Unit must be added to each Group.  The 
Master Coordinator can either add the units or have the Assistant 
Coordinator add the units.  Keep in mind, the Assistant Coordinator can 
only add units in the Group that he/she is in charge of.  

 
 
 
 
 
   I will discuss this further later in the section.  
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To add a Group to your Department, enter the Reporting Group Name 
and click the add button.   

 
 

  
For larger Departments, repeat the process to enter all the Reporting 
Groups.  The Master Coordinator should alert its Assistants when the 
Survey Weeks and Reporting Groups are defined. 
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For new Assistant Coordinators, they will need to choose the correct
department and click on the third radio button then click ‘Continue’
button to continue. 
 
Assistant Coordinators that already have a User ID and Password can
skip this process and login as usual. 
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Assistant Coordinators need to enter their information and click “Sign
Me Up”.   Make sure to choose the correct Reporting Group.  
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A confirmation page will display.  Please print for your reference.  Your
Master Coordinator will be notified via email to activate the account.   
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An email will notify the Master Coordinator that a new Assistant
Coordinator has signed up.   
 
The Master Coordinator will log in as normal.  Click on “View/Approve
Reporting Assistants” hyperlink and approve its Assistant Coordinators.
After approval, the Assistant Coordinator (Amy Leung) can login and
enter data. The Master Coordinator needs to notify its Assistants that
their account has been activated. 
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After the Assistant Coordinator logs in, the first task for the Assistant
Coordinator is to add its unit(s). 

 
 

 18



 

 
 

Click ‘Add New Unit’ hyperlink to enter new Units.  Enter the Unit’s
name and information. Click ‘Add This Unit’ button. 
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 After the Assistant Coordinator enters all of its units, the Assistant

Coordinator can start entering data for the ‘Employee Staff Census-
Form D’ and the ‘Unit Contact Tally Summaries-Form E’.   
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Form D is a count of all Forms C.  The Assistant Coordinator must do a
manual count of each public contact staff within each unit.  This
information is then entered into the automated system.  
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For all staff who speak only English, please enter the count on the shaded
area marked “NOT CERTIFIED Bilingual Staff.” Continue to input data
until all public contact staff are entered for the unit. 
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 Form E is a tally of all public contacts grouped by units and languages.  
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Form E is a count of all Forms B.  The Assistant Coordinator must do a
manual count of each public contact staff within each unit.  This
information is then entered into the automated system.  
 

 25



 26



 
 
 Choose the language from the drop-down list and enter the number of

contacts from Form E. Click the ‘Add’ button when complete. Repeat
the same process for all languages. 
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After entering the data for all units, the Assistant Coordinator and Master
Coordinator can view a number of reports. Click on the
‘Calculations/Reports’ hyperlink and choose the report to view on the
Report Menu.   
 
The Master Coordinator can view all  reports within Department. 
The Assistant Coordinator can ONLY the reports within his/her own
Group. 
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